' OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
e ) RECORDS MANAGEMENT DIVISION ]
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section. )

1 Fon AGENCY USE 1. Agency Address ' ' FOR RECORDS MANAGEMENT USE N

Application Date Department of Human Resources Application Number

‘ Divisian of Admlnlsfr‘aflon : 77—. ‘7‘
Application Number AGENCY-W1DE _ ' Date Recsived " Date Comptleted
47 Trinity Avenue MAR _ 3 1977
| _Atlanta, Georqia "30334 | - _Imar 11 1977
2 Petson to Contact Working Title Telephona Number
..... — : e i —_—
3. Action Requested 7 o L

a. ® Estabusn Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation: no further accumulation anticipated.

¢. O Amend Application No. Check One: [] Change; 0 Supercede; O Void
4. Dates of Series 6. Records Serias Title (followed by title used in office; if different]
Earliest Latest . (PAC-1057)
: SOCTIAL SECURITY TABULATION REPORT BY FUND FILE .
L AGENCY=WIDE_COMYON

TD-i\Ti*sgon am_i O'I"fice Function - What is the function of the Division and the Offlce in which this record series is created?

The Personnel Accounting and Control Systems (PACS) is a uniform and standardized
personnel and payroll computer application system. It is designed to expedite the
processing of payroll data and to provide comprehensive reporting capabilities of
personnel information. PACS produces numerous reports to meet Federal, State, and
local government requirements. These reports are designed to provide an audit trail

and are maintained in agencies using PACS. Usually this documentation is found
in the Fiscal and/or Personnel Offices.

e ]

7. Record Ser:es Description This file oontams the following documents finclude form numbers and titles, if any):
Attach sampies of the file,

Documents relating to: Maintaining a listing of contrlbutlons made by Departmental divisions
' to the Social Security Trust Fund.

Included are: Computer listings identifying fund and division numbers and tabulating
: total amounts of contributions made by each division’s employees.

9. Annual Rate of Accumulation of Recards l ; ' T

File is arranged: chronologically by pay period.
8. Monthly Reference Rate How often are records referred to which are: ' -
One to six monthsold . .__; Seven to twelve monthsold — .. __; Thirteen to twenty-four months o!d .

" twenty-five months and older___~ _ 7

Letter-sizedrawers . _;legalsizedrawers . ;Shelves_________ _;Other (specify)

AR-50—-71; Aev.78 " (Over)
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YES | NO 10 Ouestlonnanre (Ptace an “X" in the proper column)
a. Is this the official copy of the series?
X If not, where is it?

. o

b Does the series contain confidential information requiring security handling? If ves,

cite law or regulation,

X c.

Is this a vital record?

X _d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long pericd, could these
1 _.___documents be scheduled separately?

Mmmmmmmﬁmﬂ_m;.mm copy,.
Is the information contained in this series ever analyzed and/or recorded in a summarized report?

if ves, attach copy.

_ h. ls there a duplication of this series in your office, or in another of'frce or agency?
[ X | _1fves. where?

X | _i._1sthis series for @ major portion of it! regularly microfilmed?
X i Dmimumimmgsunmmﬂmu&mmmm_

11. Retention R

equirements .,

< 4The fg__;l!oyvrpg‘ requires the serles to be kept:

d. Audit period

a. State Law years. ~years.
b. Statute of limitation years. e. Administrative need years.
¢. Federal law years, f. Federal retention instructions years.
Attach co‘pv or excerpt of laws or regulations. Explain administrative need.
12. Aooroved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
' O Calendar Year; [0 Fiscal Year; (¥ Other See below then,
0 Hold in the current files area . _monthis) vear(s); then
O Transfer to local holding area, hold year(s}; then
O Transfer to State Records Center; hold year(s}); then
O Destroy.
0 Transfer to State Archives for permanent retention.
O Other {Specify) '
Cut off file upon completion of each qtrarterly report; hold in current files area
1.year; then destroy. : .
These instructions apply to ail prior and future accumulations of the series.
&ger_\_cy Head/Designee (Signdture)) ;Date Records Management Officer (Signature} Date
o p 7, e - -
| Frea g}(ﬂ%ﬂ Z252) B
- tarions w——. _ State Records Committee (Signature) Date
acommendations in para-
graph 12 are approved. State Auditor/Designee \W 3"7" : ;
(If disapproved, attach letter
of explanation.) Secratary of State/Designee @M.é,e /M‘ 5 "'8/ "77
Attorney General/Designee /% ;; ) M 3 /1) 7
AR—B0—71; Rev.76 (Reversd Gide)




